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Standard Operating Procedure
How to create and retrieve a .PST file

To create a new .pst file from Outlook using the Tool menu, follow these steps:

1. On the Tool menu, click E-Mail accounts
2. Click View or change existing E-mail accounts, and then click Next.

E-mail Accounts m

This wizard will allow you to change the e-mail
accounts and directories that Dutlook uses.

E-mail

{7 add a new e-mail account

& fiew or change existing e-mail accounts:

Directory

" add a new directory or address book

i wiew or change existing direckories or address books

| kel

X

I Mext = I Close |

3. Inthe E-Mail Accounts dialog box, click New Outlook Data File.

E-mail Accounts b_(|

E-mail Accounts
You can select an account and change its setkings or remove i,

Outlook processes e-mail For these accounts in the Following order:

Tvpe Change. ..
Exchange (Default)

Set as Default

Move Up

Mowe Down

Deliver new e-mail ta the Following location:
Mailbox - Torkara, Anna Ua-2 (MSAMAF & | [ Mews Outlook Data File. ..

[ <= Back “ Finish ] [ Cancel

Date Created: 9 May, 2006 IT Department

1of6



IT Policies, Processes &
Procedures

Document #:
X.XX.XX.

ITIL Ref: x.x
Date: May 9,
2006

Title: How to create and retrieve a version: 2

PST file

4. In the Types of storage area, select Office Outlook Personal Folders File (.pst) to
create a new Outlook 2003 .pst file. Click OK.

Mew Outlook Data File

Twpes af storage;:

Office Cuklook Personal Folders File §,psk)
Ougtlook 97-2002 Personal Folders File (L psk)

X

Descripkion

Provides more storage capacity for items and Folders,
Supports mulkilingual Unicode data. Mok compatible with
Outlook 97, 98, 2000, and 2002,

I,

] [ Cancel

5. In the Save in: box, select your H: (home drive) location or select your local drive.

Note: Be aware that if you select your local drive the information is not backed up unless you
make your own backups. If you select the H: drive (it can reach a max of 850 MB) it will be
backed up by IT department and/or you can save your .pst file to a CD/DVD for future access.

Create or Open Outlook Data File

Savein:

)

=

Deskiop

My Documents

Iy Metwork
Places

| I3 Outlack

@ Desktop
d My Computer
g 3% Floppy (A
<@ System (i)
[ﬁ Dacurments and Settings
[ anna.tortara.it
[C5) Local Settings
I5) Application Data
IC3) Microsaft
23 Outlaok
<o Datal (D)
i DVDJCD-RW Drive (E:)

S datad on 'eu-naca-fs0l (2:)

\’3 My Metwork Places
=

My Docurnents

Anna. Torkora, IT$ on ‘Eunafs, ..
Z# NCTS-MNA-Apps on ‘Eunafs0z' ...
Z# NCTS-MNA-Networks on ‘Eunaf ...
Z# NCTS-Ma-Shared on 'Eunafso. .
ég Nectec-na-rnosc on 'Eunafs0zy,..
S# NCTS-NA-CD-Roms on ‘Euna..,

@Q

[ [ - Tools -

[

Ok

Cancel

Date Created: 9 May, 2006

20f6

IT Department



Document #:

IT Policies, Processes & LXK,
Procedures ITIL Ref: x.x
Date: May 9,
_ _ 2006
Title: How to create and retrieve a version: 2
.PST file

In the File Name box, type a name for the new .pst file, or you can use the default name. Click
OK.

Create or Open Outlook Data File nn
Savein: % anna.Tortora IT§ on ‘Eunafs0z’ ... j @~ Q 4 ]~ Tools -
=
L
Desktop

v

My Documents

My Docurnents

My Cornpuber

& i@

Iy Metwork
Places

File narne: |Persona| Folders{1).pst ﬂ Ok

Save as bype: |Persona| Folders Files (*.pst) ﬂ Cancel

6. Inthe Name field box, type a title for the .pst file, or you can use the default title of Personal
Folders. The title that you enter in the Name box is the name that is used on the Outlook 2003
All Mail Folders list, and it is applied to any shortcuts that are made for the .pst file on the
Outlook bar. Click OK.

Personal Folders E

General l

Marmne:

Filenarne: | H:\Personal Folders({1). pst

Encrypkion: | Compressible Encryption

Format: | Personal Folders File
e Changes the password used to access
= *' | the personal Folder File
Compact Mow ?\jdd::?”sethe size of your personal

Corment
Ok | Cancel
Date Created: 9 May, 2006 IT Department

30f6



eeny . . Document #:
i IT Policies, Processes & JOUXX.
Procedures ITIL Ref: x.x
Date: May 9,
2006

Title: How to create and retrieve a version: 2
.PST file

It might also happen that while following instructions for step 6 the screen below
displays. Click OK.

Create Microsoft Personal Folders E

Eile: | H:\Personal Folders{z).pst

Mame: |Per50nal Folders

Format: | Personal Folders File

Encrypkion Setking

" High Encryption

Password

Password: |

Werify Password: |

[ save this password in your password lisk

QK I Cancel

7. When the E-mail Accounts screen displays press Finish.

E-mail Accounts [‘5_(|

E-mail Accounts
‘You can select an account and change its settings or remave it

Cutlook processes e-mail for these accounts in the Following order:

Mame Type Change. ..
Microsoft Exchange Server Exchange (Default)

Deliver new e-mail to the Follawing location:

Mailbox: - Tortora, Anna UA-2 (MSANAF v | | Mews cutlook Data File. .

< Back ][ Finish ][ Cancel
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How to retrieve a .PST file from a CD/DVD

Copy the .PST file from your CD/DVD to your local drive (C: or D: ). (By doing so you are
taking out the Read only attribute from your .PST file). Then open Outlook and follow the
above instruction to step 4. When the Create or Open Outlook Data File window appears,
select your local drive and position on the .pst file that you have copied. Click OK.

Create or Open Outlook Data File nn
Save int |=co Datal (D:) j B @ X O & - Toos-

Docurmentation
emwprof
Proc&SopCompleted
Program Files
Remedypictures
Remedysops
Transformation doc
v} archive.pst
[&personal Folder3. pst

=
2
A (|
&
o [=}
8

My Documents

@

My Computer

Iy Metwork
Places

File: name: |persona| Folderd.pst j Ok

Save as bype: |Personal Folders Files {*,pst) j Cancel

In the Name field box, type a title for the .pst file, or you can use the default title of Personal
Folders.

Personal Folders n

General ]

Mame: *ersonal Folders

Eilename: | Cr:personal Folder3. pst

Encryption: | Compressible Encryption

Format: | Personal Folders File
e S——— Changes the passwo_rd used to access
the personal Folder File
Reduces the size of vour personal
EEmpEEe (8% Falder il e

Carmnrenk

QK | Cancel
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Then press Finish.

E-mail Accounts u

E-mail Accounts —)Il—
‘ou can select an account and change its settings or remove it.

Outlook processes e-mail for these accounts in the Following order:

[ Type |
Exchange (Default)

Tame Change. ..

Microsoft Exchange Server

Remove

i)

Set a5 Default

Move Up

d

Maove Down

Deliver new e-mail to the Following location:

Tortara, Anna UA-2 (NCTS Maples NE) d Mew Qutlook Data File. .. |

< Back. I Firish I

Cancel |

This will take you back to your Outlook main screen. The file you just copied will show in
the All Mail Folder List.

Personal Folders - Microsoft Oullook
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